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Inmate Vital Documents   
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Overview:  

 

The Division of Adult Institutions (DAI) will assist inmates in obtaining vital identification 

documents prior to release to assist in facilitating their transition to the community. It is the 

inmate’s responsibility to obtain a certified copy of the inmate’s Birth Certificate, Social 

Security card, Driver’s License or State of Wisconsin ID card, and ForwardHealth Card. All 

Institutions/Centers will assist inmates in obtaining these documents.. 

   

The inmate may use the funds in their release account per DAI 309.45.02 Inmate Trust 

System Deductions Attachment A – RELEASE FUNDS ALLOWABLE USES to obtain their 

documents by submitting a DOC-0184 Disbursement Request. 

  

A DOC-0236D Identification Property Access Record shall be created for all inmates upon 
arrival at the DAI Intake site. All vital documents shall be stored in this envelope. Upon 
arrival at the first permanent site, the DOC-0236D shall be stored securely in the site’s 
property department. Facilities shall ensure limited staff have access to these records. 

 

It is the inmate’s responsibility to document the receipt of all vital documents on the DOC-

2399 Portfolio Checklist per DAI 300.00.15 Development and Use of Inmate Portfolio. 

 

Social Worker/Treatment Specialist Responsibilities:  

The Social Worker/Treatment Specialist/Designee shall educate and assist inmates on how 

to obtain vital documents and/or the importance of having vital documents within their 

DOC-0236D Identification Property Access Record envelope to facilitate transition to the 

community. To obtain a Wisconsin State Identification Card the inmate is required to have 

their Social Security Card in their property envelope. A Birth Certificate is required only if an 

inmate has never obtained a Wisconsin State ID or Driver’s License previously. 

 BIRTH CERTIFICATE: To obtain a Certified copy of Birth Certificate, the inmate may 

obtain an application by writing to Vital 

Records http://www.cdc.gov/nchs/w2w.htm in the state of their birth.  Assistance in 

http://mydoc.corrections.wi/wps/wcm/myconnect/1d4128a6-028c-4409-9225-51bf0822ad67/DAI+309.45.02+Attachment+A+-+Release+Funds+Allowable+Uses+10-30-20.pdf?MOD=AJPERES&amp;CVID=nlBlXPu
http://mydoc.corrections.wi/wps/wcm/myconnect/1d4128a6-028c-4409-9225-51bf0822ad67/DAI+309.45.02+Attachment+A+-+Release+Funds+Allowable+Uses+10-30-20.pdf?MOD=AJPERES&amp;CVID=nlBlXPu
http://mydoc.corrections.wi/wps/myportal/!ut/p/z1/tVLLcoIwFP0VXLB07kVAYBlbi_hiEBXJphMe1rQIiGmt_fqCrkW7aCaTmcyc-zgPoLABmrMv_sYEL3KW1f-Q9l9dd-qg5ePMXk0HSFSHDLSnJeJEgTVQoGXMEwgt09LNnomapqtpFBtM1ZKtkWwtxvoYGXGDjHNRih2ESRFLxx2r0kSKi1ykuZAyHlWsOst4lDGXkUXFp5BqnIxlXsqY1JfxyyOVRcZjnjbA9CRti2rPBASXVcdER0U1cW5PhwSJ4T4r6I8UdFSg7Uyu9c7cn_kTW0HzxRui45kLYz3TetoSH6vHG4c8WN8CoO3tg0bfOwzu9aCtS7r6HYCHENYsjJsuEBWCL56eYJU3pmXg_yE-I4TxZXyLx3Ve-fvhQEkdtSZX3wI2_5C1K8tbMtRClvu9qZ45592PxehnMO_aQdcjnc4v0nNmFQ!!/dz/d5/L2dBISEvZ0FBIS9nQSEh/p0/IZ7_OOLI09S0MGULB0A3IAB4CT00A0=CZ6_OOLI09S0MGULB0A3IAB4CT00K1=LAup4TDVSTb0JB6G9KVUwMht4ygFg8U_3CvzZGJif6d7k6QFBXiFw=/#Z7_OOLI09S0MGULB0A3IAB4CT00A0
http://mydoc.corrections.wi/wps/myportal/!ut/p/z1/tVLLcoIwFP0VXLB07kVAYBlbi_hiEBXJphMe1rQIiGmt_fqCrkW7aCaTmcyc-zgPoLABmrMv_sYEL3KW1f-Q9l9dd-qg5ePMXk0HSFSHDLSnJeJEgTVQoGXMEwgt09LNnomapqtpFBtM1ZKtkWwtxvoYGXGDjHNRih2ESRFLxx2r0kSKi1ykuZAyHlWsOst4lDGXkUXFp5BqnIxlXsqY1JfxyyOVRcZjnjbA9CRti2rPBASXVcdER0U1cW5PhwSJ4T4r6I8UdFSg7Uyu9c7cn_kTW0HzxRui45kLYz3TetoSH6vHG4c8WN8CoO3tg0bfOwzu9aCtS7r6HYCHENYsjJsuEBWCL56eYJU3pmXg_yE-I4TxZXyLx3Ve-fvhQEkdtSZX3wI2_5C1K8tbMtRClvu9qZ45592PxehnMO_aQdcjnc4v0nNmFQ!!/dz/d5/L2dBISEvZ0FBIS9nQSEh/p0/IZ7_OOLI09S0MGULB0A3IAB4CT00A0=CZ6_OOLI09S0MGULB0A3IAB4CT00K1=LA0uHsBdmLq_3lMaV9NWnkSEGyLT__HizHJNLp3_Ku8zf6QFBXhZA=/#Z7_OOLI09S0MGULB0A3IAB4CT00A0
https://www.cdc.gov/nchs/w2w/index.htm?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fnchs%2Fw2w.htm
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obtaining an application can be given through the institution library, resource center, 

or Social Worker/Treatment Specialist/Designee.  

 SOCIAL SECURITY CARD: To obtain a replacement Social Security Card, the inmate 

needs to complete the Social Security application (SS-5) and Form SSA-3288, 

Consent for Release of Information. The Social Worker/Treatment 

Specialist/Designee shall complete a cover letter and certification of prison records to 

be submitted to the Social Security Administration along with the inmate’s SS-5. 

Each facility should develop a procedure to assist with this process per the 

Memorandum of Understanding between the Wisconsin Department of Corrections 

(WI DOC) and the Social Security Administration (SSA). 

 DRIVER’S LICENSE: .  An Individual’s Driver’s License information can be obtained by 

writing to the Wisconsin Department of Transportation: 

Wisconsin Department of Transportation 

Driver Information Section 

4802 Sheboygan Avenue, Room 301 

PO Box 7983 

Madison, WI  53707-7983. 

 Review your specific location procedures regarding additional resources available in 

obtaining inmate driver’s licenses.  

 STATE ID: To obtain a State of Wisconsin ID, the inmate will need to follow the DAI 

309.20.02 State of Wisconsin Identification Card Policy.  

WIDOC Staff shall document/update each applications process in COMPAS for each inmate. 

Cases > Custom Fields > Release Plan. 
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DAI 309.20.02 State of Wisconsin Identification Card 
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DAI 300.00.15 Development and Use of Inmate Portfolio 
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DOC-0236D Identification Property Access Record  

SS-5 Social Security application 

https://docs.legis.wisconsin.gov/statutes/statutes/301/286
http://mydoc.corrections.wi/wps/wcm/myconnect/935e7e77-b175-4705-baf3-5a8907a93cd4/DAI+309.20.02+State+of+Wisconsin+ID+Card+11-08-20.pdf?MOD=AJPERES&amp;CVID=nmUPgq1
http://mydoc.corrections.wi/wps/wcm/myconnect/1d4128a6-028c-4409-9225-51bf0822ad67/DAI+309.45.02+Attachment+A+-+Release+Funds+Allowable+Uses+10-30-20.pdf?MOD=AJPERES&amp;CVID=nlBlXPu
http://mydoc.corrections.wi/wps/wcm/myconnect/7f9c4b97-32d4-493f-8e9a-5199cf9a5344/DAI+300.00.15+Development+and+Use+of+Inmate+Portfolio+09-14-20.pdf?MOD=AJPERES&amp;CVID=nhaSsUG
http://mydoc.corrections.wi/wps/myportal/!ut/p/z1/tVLLcoIwFP0VXLB07kVAYBlbi_hiEBXJphMe1rQIiGmt_fqCrkW7aCaTmcyc-zgPoLABmrMv_sYEL3KW1f-Q9l9dd-qg5ePMXk0HSFSHDLSnJeJEgTVQoGXMEwgt09LNnomapqtpFBtM1ZKtkWwtxvoYGXGDjHNRih2ESRFLxx2r0kSKi1ykuZAyHlWsOst4lDGXkUXFp5BqnIxlXsqY1JfxyyOVRcZjnjbA9CRti2rPBASXVcdER0U1cW5PhwSJ4T4r6I8UdFSg7Uyu9c7cn_kTW0HzxRui45kLYz3TetoSH6vHG4c8WN8CoO3tg0bfOwzu9aCtS7r6HYCHENYsjJsuEBWCL56eYJU3pmXg_yE-I4TxZXyLx3Ve-fvhQEkdtSZX3wI2_5C1K8tbMtRClvu9qZ45592PxehnMO_aQdcjnc4v0nNmFQ!!/dz/d5/L2dBISEvZ0FBIS9nQSEh/p0/IZ7_OOLI09S0MGULB0A3IAB4CT00A0=CZ6_OOLI09S0MGULB0A3IAB4CT00K1=LAup4TDVSTb0JB6G9KVUwMht4ygFg8U_3CvzZGJif6d7k6QFBXiFw=/#Z7_OOLI09S0MGULB0A3IAB4CT00A0
http://mydoc.corrections.wi/wps/myportal/!ut/p/z1/tVLLcoIwFP0VXLB07kVAYBlbi_hiEBXJphMe1rQIiGmt_fqCrkW7aCaTmcyc-zgPoLABmrMv_sYEL3KW1f-Q9l9dd-qg5ePMXk0HSFSHDLSnJeJEgTVQoGXMEwgt09LNnomapqtpFBtM1ZKtkWwtxvoYGXGDjHNRih2ESRFLxx2r0kSKi1ykuZAyHlWsOst4lDGXkUXFp5BqnIxlXsqY1JfxyyOVRcZjnjbA9CRti2rPBASXVcdER0U1cW5PhwSJ4T4r6I8UdFSg7Uyu9c7cn_kTW0HzxRui45kLYz3TetoSH6vHG4c8WN8CoO3tg0bfOwzu9aCtS7r6HYCHENYsjJsuEBWCL56eYJU3pmXg_yE-I4TxZXyLx3Ve-fvhQEkdtSZX3wI2_5C1K8tbMtRClvu9qZ45592PxehnMO_aQdcjnc4v0nNmFQ!!/dz/d5/L2dBISEvZ0FBIS9nQSEh/p0/IZ7_OOLI09S0MGULB0A3IAB4CT00A0=CZ6_OOLI09S0MGULB0A3IAB4CT00K1=LA0uHsBdmLq_3lMaV9NWnkSEGyLT__HizHJNLp3_Ku8zf6QFBXhZA=/#Z7_OOLI09S0MGULB0A3IAB4CT00A0
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SSA-3288 Consent for Release of Information 

Memorandum of understanding 

Affordable Care Act (ACA)-Medicaid ForwardHealth Card 

Center for Disease Control and Prevention Where to Write for Vital Records 

http://www.cdc.gov/nchs/w2w.htm 


